How to View Comprehensive Background Check Results
and Add, Edit, and Expire Affiliates

1. After you login, click on [My Facilities] tab.
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How to View Comprehensive Background Check Results
and Add, Edit, and Expire Affiliates continued

2. Find your facility and scroll to the right and click on [Manage Affiliates] tab.
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How to View Comprehensive Background Check Results
and Add, Edit, and Expire Affiliates continued

3. To view your current list of affiliates, scroll down the page and you will see the list of names
under the “Employee/Resident/Volunteer Review” Section.
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7271 Head Stant Drive Douglas Opan |
dagence, ES 66047

[Affiliate History]

SC roll down tart or continue an Application return to the Home Page (top of page) or select the Applications Tab above.

to view your
. [TENTION**: To anthorize an affiliate accesz to view, edit and expire the facility information and add. edit or remove an affiliate's inft
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e perzon authorizing an affiliate will be copied on the nzername notification email.

NOTE: If you do not receive any emailz, pleaze check your Spam/Junk folder and if you =till do not find the email(z), please contact Child Care Licenzing at 785-296-1270.
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How to View Comprehensive Background Check Results
and Add, Edit, and Expire Affiliates continued

4. To view your background check results, scroll to the right for each affiliate name and look under
the “Background Check Status” column.

_ Address  Menu Hours Amenities Sponsor
Faeility _Lic:aue Snrwey _F.nfumment Appllca‘hm Aﬁli.lﬂ!\Fea _I.eﬂm _Wd.cmne

TEST
Facility Summary: [Edit]
Facility Name : [T Fragram Trpes
ABC Sample Head Start 0073002 Head Start Child Care Center
Addreas = Caunty = Email dddreas : Curreat Statem:
1227 Head Start Drive Douglas Open
Lamrence, K5 66047
To Start or continue an Application return to the Home Page (top of page) or select the Applications Tab above. [Affiliate History]
#*ATTENTION*#: To anthorize an affiliate accesz to view, edit and expire the facility information and add. edit or remove an affiliate's information:
1. The affiliate must first have an email address.
1. The affiliate cannot have an "In Procezzing" Review Statnz.
3. Click [Authorize Accesz] in the Links column below to authorize the affiliate.
4. The authorized affiliate will receive two emails 1.) with nzername; 1.) with temporary pazsword. B R t .
# T persn sthoring u ffiat il coied on e sersame soicton i ackground Check Results are viewed
NOTE: If you do not receive any emails, pleaze check your Spam/Junk folder and if you =till do not find the email(z), pleaze contact Child Care Licenzing 3

under “Background Check Status”.
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Monster Conkie Direch 621562 11/05/2018 01/02/2000 OTHER NON-WHITE mals false
Bird Big ;?aimﬂ B21561 022272019 01/01/2000 OTHER NON-WHITE male false




How to View Comprehensive Background Check Results
and Add, Edit, and Expire Affiliates continued

5. To “Add” an affiliate, scroll to the right and click on the [Add New Employee/Resident] link.
To “Edit” or “Expire” an affiliate, scroll to the right for each affiliate name and click on [Edit] or
[Expire].
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To Start or continue an Application return to the Home Page (top of page) or select the Applications Tab above.

**ATTENTION#*#: To authorize an affiliate access to view, edit and expire the facility information and add. edit or remove an affiliate’s infi

1. The affiliate m-stﬁrxllnc an email address.
1. The affiliate cannot have an "In Procezzing” Review Statns.

3. Click [Authorize Accesz] in the Links column below to authorize the affiliate.

4, The authorized affiliate will receive two emailz 1.) with 1.) with

5. The perzon authorizing an affiliate will be copied on the mmnotlﬁulmmm:ﬂ.

NOTE: If you do not recsive any emails, please cheek your Spam/Junk folder and if you still do not find the email(s), please contact Child Care Licensing at 785-206-1270.

Owner Review

| 1 ovener atfiins records were found.

Click [Add New Employee/Resident]
- to add affiliates to your facility.
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Employee/Resident/Volunteer Review

Click [Edit] to update affiliate roles

e — and information.
— ) Click [Expire] to remove an affiliate

from your facility.
WARNING - After you click [Expire], the
SEEt ese oo amemn onevowwre : : affiliate is removed immediately from
your from your facility.




